
RESOLUTION NO. 3424 

APPROVING AND ADOPTING JOB SPECIFICATIONS AND 
SALARY RANGES AS P R E P A R E D  AND SUBMITTED BY 
S T A T E  O F  CALIFORNIA PERSONNEL BOARD, COOPERATIVE 
PERSONNEL SERVICES, IN THAT CERTAIN R E P O R T  
ENTITLED,  "CITY O F  LODI L IMITED CLASSIFICATION 
STUDY, J U N E  1 9 7 0 , "  FOR T H E  CLASSIFICATIONS O F  
IDENTIFICATION O F F I C E R  AND RECORDS O F F I C E R .  

RESOLVED,  by  the City Counci l  of the Ci ty  of Lod i  tha t  t he  j o b  

spec i f i c a t i ons  a n d  salary r a n g e  f o r  the  c l a s s i f i c a t i o n s  of Ident i f ica t ion  

O f f i c e r  and R e c o r d s  Of f i c e r  as conta ined  i n  t he  r e p o r t  of t he  S t a t e  of 

Ca l i f o rn i a  P e r s o n n e l  B o a r d ,  Coope ra t i ve  P e r s o n n e l  S e r v i c e s  en t i t l ed ,  " Ci ty  

of L o d i  L i m i t e d  C la s s i f i c a t i on  Study,  J u n e  1 9 7 0 , "  a copy of which i s  annexed  

h e r e t o  and m a d e  a p a r t  hereof  a s  if s e t  f o r t h  in fu l l  h e r e i n ,  are h e r e b y  

app roved  and  adopted  as job  spec i f i c a t i ons  and s a l a r y  r a n g e s  i n  t he  classi 

f i ed  pe r sonne l  system of t he  City of Lod i  a n d  said spec i f i c a t i ons  and s a l a r y  

r a n g e s  s h a l l  app ly  a s  of October 7,  1970. 

FURTHER RESOLVED,  t h a t  Reso lu t i on  No. 1990 and  a l l  o the r  

r e so lu t i ons  in conf l ic t  h e r e w i t h  a r e  h e r e b y  r e p e a l e d  to t h e  extent of any 

dupl ica t ion  or confl ict  he r ewi th .  

Dated: October 7 ,  1970 

I h e r e b y  c e r t i f y  t ha t  Reso lu t i on  No. 3424 w a s  p a s s e d  and  

adopted by  t h e  Ci ty  Council  of t h e  C i ty  of Lod i  i n  regular 

mee t ing  he ld  O c t o b e r  7 .  1970 b y  t h e  fol lowing vote: 

Ayes :  Counc i lmen  - EHRHARDT,  HUGHES, KATNICH, 
KIRSTEN a n d  S C H A F F E R  

Noes:  Counc i lmen  - None 

Absent:  Counc i lmen  - None 
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C A L I F O R N I A  S l A l t  PTPSONNEL OOARD 

, -  COOPERATIVE PERSONNEL SERVICES 
I : I '  IH 5llC.>.. 71.1 W .  O l r w p ~ r  I I l r d .  

l l l lF , l10 71,911 I ., A , t g d e r  70015 
Sacramento, C a l i f o r n i a  
June 2 2 ,  1970 

M r .  Henry A. Glaves 
Ci ty  Manager 
C i t y  of Lodi 
C i t y  Hal l  
Lodi, C a l i f o r n i a  95240 

Dear Mr. Glaves 

In accordance with t h e  agreement between t h e  Ci ty  of Lodi and t h e  S t a t e  
Personnel Board, w e  a r e  pleased t o  submit our  f indings  and recommenda- 
t i o n s  r e l a t i n g  t o  the six p o s i t i o n s  in the  C i t y ' s  service which were 
r e f e r r e d  t o  our o f f i c e  f o r  study. 

The a t tached  r epor t  conta ins  our f ind ings  and recommendations on each 
of t h e  p o s i t i o n s ,  together  with copies  of new o r  rev ised  class soeci- 
f i c a t i o n s .  B r i e f l y ,  our recommendations can be summarized a s  fol lows:  

Sa la ry  Sa la ry  
Employee C l a s s i f i c a t i o n  Range C l a s s i f i c a t i o n  Range 

B l a u f u s ,  L). Stenographer Clerk I1 16 Stenograoher Clerk 111 18 
Bohnet. L). Account C l e r k  16 E l e c t r i c a l  U t i l i t y  19 

Bender, K. Parks Gardener 2 2 . 5  Gardener Leadman 23 
Hunt, E. Stenographer C l e r k  I1 16 Stenographer Clerk I1 16 
Kneeland. L. Records O f f i c e r  2 4  Records Of f i ce r  2 1  
Schmiedt, L. I d e n t i f i c a t i o n  O f f i c e r  27 I d e n t i f i c a t i o n  O f f i c e r  2 4  

I f  we can be  of f u r t h e r  s e r v i c e ,  p l ease  l e t  us know. 

Ass i s t an t  

Very t r u l y  yours  

C h a r l e s  F. Diggs 
Survey Direc tor  



FINDLXGS AND RECOMMENDATIONS 

1. Mrs. Sharon Blaufus  

Mrs. B l a u f u s ,  who p r e s e n t l y  is c l a s s i f i e d  as a s t e n o g r a p h e r  C l e r k  11. 
r e c e n t l y  t r a n s f e r r e d  t o  a p o s i t i o n  i n  the P u b l i c  Works Deoartment 
t h a t  i n  t h e  p a s t  h a s  been c l a s s i f i e d  as a S t e n o g r a p h e r  C l e r k  111. W e  
were asked  t o  review t h e  p o s i t i o n  a t  t h i s  t i m e  t o  see i f  i t  s h o u l d  
c o n t i n u e  t o  b e  c l a s s i f i e d  a t  t h e  S t e n o g r a p h e r  C l e r k  I11 level. 

Because of  h e r  background of e x p e r i e n c e  i n  t h e  DeDartment. Mrs. B l a u f u s  
h a s  been a s s i s t i n g  in t r a i n i n g  Mrs. Hunt, whose work s h e  h a s  been 
a s s i g n i n g  and checking.  The two of  them h a n d l e  t h e  secretarial work 
f o r  t h e  Department. w i t h  Mrs. Blaufus  hav ing  p r imary  r e s p o n s i b i l i t y  
f o r  t h e  work o f  t h e  D i r e c t o r  and f o r  t h e  E n g i n e e r i n g  D i v i s i o n .  
Mrs. B l a u f u s  a l s o  h a s  g r e a t e r  r e s p o n s i b i l i t y  than  Mrs. Hunt i n  r e n a r d  
t o  c a l c u l a t i n g  c o s t s  of p r o j e c t s .  

In our judgment, 3rs. B l a u f u s '  p o s i t i o n  s h o u l d  be  in a h i g h e r  c lassi-  
f i c a t i o n  than  t h a t  of Mrs. Hunt. W e  a c c o t d i n g l y  recommend tha t  h e r  
p o s i t i o n  be  c l a s s i f i e d  as S tenographer  C l e r k  111. 

2. Miss Dona - L. Bohnet 

M i s s  Bohne t ' s  p o s i t i o n  is p r e s e n t l y  c l a s s i f i e d  as an Account C l e r k ,  
which w e  do n o t  b e l i e v e  a c c u r a t e l y  r e f l e c t s  h e r  d u t i e s  and r e s p o n s i-  
b i l i t i e s .  W e  recommend t h a t  h e f  p o s i t i o n  be  r e c l a s s i f i e d  t o  E l e c t r i c a l  
U t i l i t y  A s s i s t a n t .  At tached  i s  a proposed s p e c i f i c a t i o n  f o r  t h e  new 
class. 

We recommend t h a t  t h e  c l a s s  of E l e c t r i c a l  U t i l i t y  Assistant be  a s s i g n e d  
t o  range  19 ($517-628). T h i s  w i l l  n l a c e  i t  on t h e  same level as S e n i o r  
Account C l e r k ,  which w e  b e l i e v e  is a p p r o p r i a t e  t o  r e c o g n i z e  t h e  tech- 
n i c a l  n a t u r e  of t h e  job and t h e  d e g r e e  o f  IndeDendence w i t h  which the 
incumbent o p e r a t e s .  Should Miss Bohnet l e a v e ,  we  would recommend 
f i l l i n g  t h e  p o s i t i o n  a t  a lower level  u n t i l  t h e  new employee had 
a c q u i r e d  a t  least one y e a r  01 e x p e r i e n c e  and t ra in ing  on the job .  

3. M r .  Raymond C.  Bender 

Mr. Bender is p r e s e n t l y  c l a s s i f i e d  as P a r k s  Gardener.  In a d d i t i o n  t o  
b e i n 8  t h e  t e c h n i c a l  spec ia l i s t  f o r  t h e  D i s t r i c t  on g a r d e n i n g  matters, 
such  a s  s e l e c t i o n  and p r o p a g a t i o n  of p l a n t s  and s h r u b s ,  f e r t i l i z i n g .  
s p r a v i n g ,  i r r i g a t i n g .  and p run ing ,  he r e g u l a r l y  s u p e r v i s e s  t h e  work o f  
two Park  Maintenance Men I .  and h a s  f u n c t i o n  s u p e r v i s i o n  o v e r  s i x  
o t h e r s  a t  v a r i o u s  times i n  r e s p e c t  t o  s p e c i a l i z e d  na rden ing  work. 

We have been asked t o  review b o t h  t h e  c l a s s i f i c a t i o n  and t h e  salarv 
of t h i s  p o s i t i o n .  We b e l i e v e  t h a t  a c l a s s i f i c a t i o n  of Gardener  
Leadman would b e  more c o r r e c t ,  and a c c o r d i n g l y  a r e  a t t a c h i n g  a r e v i s e d  
c l a s s  s p e c i f i c a t i o n .  
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We a l s o  recommend t h a t  t h e  c l a s s  be  r a i s e d  2-112% t o  range  23 ($628-763) 
which w i l l  p l a c e  i t  hal fway between Park  Foreman and Park  Maintenance 
Man 111. 
o u t  a complete  s t u d y  of  a l l  p o s i t i o n s  i n  t h e  Park  Department. 

Mr. Bender b e l i e v e s  t h a t  h i s  p o s i t i o n  is e q u a l  i n  r e s p o n s i b i l i t y  t o  
t h a t  of  San Joaqu in  County 's  class o f  Nurseryman-Landscaper, which 
h a s  a s a l a r y  range of $679-829. 
v a l i d  t o  a t t e m p t  t o  e q u a t e  t h e  s a l a r y  of any one class i n  t h e  C i t y  
s e r v i c e  w i t h  t h a t  of  any one class i n  t h e  County service. 
i f  p r e v a i l i n g  rates are used f o r  s a l a r y  s e t t i n g  p u r p o s e s ,  t h e n  a 
l a r g e r  sample must be  g a t h e r e d ,  r e c o g n i z i n g  t h a t  some salar ies  w i l l  
be h i g h e r  and o t h e r s  lower ,  and t h a t  t h e  C i t y  of  Lodi  need o n l y  meet 
something n e a r  t h e  a v e r a g e  of t h e  d a t a .  

I n  t h e  case of  t h e  salary f o r  Mr. Bender ' s  p o s i t i o n ,  w e  b e l i e v e  
t h a t  in te rna l  r e l a t i o n s h i p s  shou ld  carry t h e  most  weight .  
t h a t  our proposed 2-1/2% increase can  b e  s u p p o r t e d  by t h e  a d d i t i o n a l  
s u p e r v i s o r y  r e s p o n s i b i l i t i e s  h e  h a s  been g i v e n ,  b u t  w e  do n o t  recommend 
any g r e a t e r  change u n t i l  a l l  p o s i t i o n s  i n  t h e  Park  Department can b e  
reviewed. 

We do n o t  b e l i e v e  any g r e a t e r  increase can  be  s u p p o r t e d  wi th-  

However. w e  do n o t  b e l i e v e  it  i s  

T y p i c a l l y ,  

We b e l i e v e  

4 .  Mrs. Edna Hunt 

Mrs. llunt w o r k s  i n  t h e  P u b l i c  Works Department,  and is p r e s e n t l y  
c l a s s i f i e d  as a S tenographer  C l e r k  XI. We b e l i e v e  t h a t  h e r  d u t i e s  are 
c o r r e c t l y  c l a s s i f i e d  as S tenographer  C l e r k  11. She s h a r e s  w i t h  
Hrs. B l a u f u s  some of  t h e  g e n e r a l  c le r ica l  work of  t h e  Department. 
However, s h e  h a s  such  s p e c i f i c  a s s ignments  as u r e u a r i n g  t h e  p a y r o l l  
f o r  t h e  S t r e e t  and O p e r a t i o n s  D i v i s i o n s ,  and p r o v i d i n g  g e n e r a l  
s e c r e t a r i a l  services t o  t h e  Water and Sewer D i v i s i o n ,  S t r e e t  Division,  
O p e r a t i o n s  L) iv i s ion ,  and t h e  B u i l d i n g  I n s p e c t i o n  D i v i s i o n .  A t  t h e  
p r e s e n t  t i m e ,  h e r  p o s i t i o n  does  no t  a p p e a r  t o  carry t h e  same level of 
r e s p o n s i b i l i t y  a s  t h a t  of Mrs. Blaufus .  

5. M r .  LaVerne 0. Kneeland 

Mr. Kneeland i s  c u r r e n t l y  s e r v i n g  as Records O f f i c e r  i n  t h e  P o l i c e  
Department. We a r e  r e v i s i n g  t h e  class s p e c i f i c a t i o n  t o  reflect more 
a c c u r a t e l y  t h e  d u t i e s  performed. A t  t h e  p r e s e n t  t i m e  t h e  class i s  
e q u i v a l e n t  i n  s a l a r y  t o  t h a t  of P o l i c e  O f f i c e r ,  which w e  b e l i e v e  
canno t  be  suppor ted  by a comnarison of t h e i r  r e s p e c t i v e  d u t i e s  and 
r e s p o n s i b i l i t i e s .  The Records O f f i c e r  is s u b j e c t  t o  none of  t h e  
h a z a r d s  of  t h e  P o l i c e  O f f i c e r .  L ikewise ,  t h e  Records O f f i c e r  works 
a r e g u l a r  day s h i f t ,  Mondav through F r i d a y ,  whereas  P o l i c e  O f f i c e r s  
are s u b j e c t  t o  r o t a t i n g  s h i f t s .  F i n a l l y ,  t h e  d u t i e s  and r e s p o n s i-  
b i l i t i e s  of t h e  Records O f f i c e r  are more p r o p e r l y  r e l a t e d  t o  t h o s e  of 
o t h e r  o f f i c e  c le r ica l  and f i s c a l  classes t h a n  l a w  enforcement  classes. 

W e  a c c o r d i n g l y  recommend t h a t  t h e  c l a s s  of Records O f f i c e r  be  assigned 
t o  s a l a r y  range  21  ($570-693), which i s  7-1/2% above D i s p a t c h e r  C l e r k .  
25% above t h a t  of t h e  c l a s s  of P o l i c e  C l e r k  which h e  s u p e r v i s e s ,  and 
10% above S e n i o r  Account C l e r k .  
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h .  Mr. Leland Schmiedt - . . . ___ 

-Mr. Schmiedt is serv ing  i n  the c l a s s  of I d e n t i f i c a t i o n  Of f i ce r .  We 
a r e  r ev i s ing  t h e  c l a s s  s p e c i f i c a t i o n  f o r  t h i s  p o s i t i o n  t o  r e f l e c t  
more accura te ly  t h e  d u t i e s  performed. A t  t h e  p resen t  t i m e ,  the  class 
is equiva lent  i n  s a l a r y  t o  t h a t  of Po l i ce  Sergeant ,  which w e  b e l i e v e  
is inappropr ia te .  
enforcement a c t i v i t i e s ,  and is i n  contac t  wi th  p r i s o n e r s  only when 
photographing and f i n g e r p r i n t i n g  them, o r  when tak ing  them t o  and 
from court .  
b i l i t i e s  over o the r  s t a f f ,  except a s  assigned t o  assist i n  ga the r ing  
evidence a t  a crime scene.  

We f ind  t h a t  it is preva i l ing  p r a c t i c e  t o  have a position no h igher  
i n  s a l a r y  than a p o l i c e  o f f i c e r  t o  perform t h e  types of d u t i e s  t h a t  
have been assigned t o  t h i s  pos i t i on .  We the re fo re  recommend t h a t  
t h e  c l a s s  of I d e n t i f i c a t i o n  O f f i c e r  b e  assigned t o  range 24 
($660-801). t h e  same as s Pol i ce  Of f i ce r .  

The incumbent t y p i c a l l y  is not engaged i n  l a w  

The incumbent has  no on-going supervisory  responsi-  

-3- 



c i t y  of  Lodi 

ELECTRICAL UTILITY ASSISTANT 

J u n e  1970 

DEFINITIOX 

Under d i r e c t i o n ,  t o  perform d i f f i c u l t  c le r ica l  work r e l a t i n g  t o  
c o o r d i n a t i o n  of  j o i n t  p o l e  a c t i v i t i e s ,  c a l c u l a t i o n  of  l o a d  and power 
f a c t o r s ,  and p r i c i n g  of  work o r d e r s ;  t o  perform secretarial and general 
c le r ica l  d u t i e s ;  and t o  do r e l a t e d  work as r e q u i r e d .  

EXAMPLES OF DUTIES 

Performs r e s p o n s i b l e  c l e r i c a l  d u t i e s  in c o o r d i n a t i n g  j o i n t  p o l e  
a c t i v i t i e s  w i t h  t h e  P a c i f i c  Telephone Company and P a c i f i c  Gas and 
E l e c t r i c  Company; v e r i f i e s  a g e  and s i z e  of  C i t y ' s  p o l e s  w i t h  h e r  
r e c o r d s  a n d / o r  t h e  t e l ephone  company b e f o r e  b i l l i n g  for t h e i r  i n t e r e s t  
in p o l e s  and anchors ;  r e c o r d s  j o i n t  p o l e  i n f o r m a t i o n  on c a r d s  and on 
d i s t r i b u t i o n  maps; from P a c i f i c  G a s  and E lec t r ic  Company b i l l ,  c a l c u l a t e s  
load  and power f a c t o r s ,  and r e l a t e d  e l e c t r i c a l  q u a n t i t i e s ,  by a p p l y i n g  
e s t a b l i s h e d  formula;  p r e p a r e s  monthly r e p o r t s  from work and service 
o r d e r s ;  p r o v i d e s  f i n a n c e  depar tment  i n f o r m a t i o n  t o  a d j u s t  s y s t e m ' s  
p l a n t  v a l u e  and e lec t ica l  i n v e n t o r y ;  m a i n t a i n s  monthly budge to ry  and 
i n v e n t o r y  r e c o r d s  f o r  t h e  depar tment ;  p r i c e s  e l e c t r i c a l  work and service 
o r d e r s ;  r e c o r d s  i n f o r m a t i o n  from work o r d e r s  o n t o  d i s t r i b u t i o n  maps; 
shows d e p r e c i a t i o n  on t r a n s f o r m e r  c a r d s ;  uerforms r o u t i n e  d r a f t i n g  
on sys tem d i s t r i b u t i o n  maps; t v p e s  let ters,  c o n t r a c t s ,  r e p o r t s ,  fo rms ,  
cards. and b i d  documents;  p r e p a r e s  p a y r o l l  for t h e  depar tment ;  t a k e s  and 
t r a n s c r i b e s  d i c t a t i o n .  

DESIRABLE QUALIFICATIONS 

Knowledge o f :  
Terminology r e g a r d i n 8  methods,  equipment ,  materials, and 

O f f i c e  methods. p r o c e d u r e s ,  and equipment.  
p o l i c i e s  of t h e  e lec t r ic  depar tment ;  

and 

A b i l i t y  to: 
Make a r i t h m e t i c a l  c a l c u l a t i o n s  r a p i d l y  and a c c u r a t e l y ;  
Mainta in  s t a t i s t i c a l  and f i n a n c i a l  r e c o r d s ;  
!\nalyze s i t u a t i o n s  a c c u r a t e l y  and adop t  an e f f e c t i v e  

Learn ,  i n t e r p r e t ,  and apply d e p a r t m e n t a l  p o l i c i e s  and 

Take r e s p o n s i b i l i t y  and u s e  good judgment in r e c o g n i z i n g  

Compose correspondence independen t ly ;  

c o u r s e  o f  a c t i o n ;  

rules: 

scope of  a u t h o r i t v ;  
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Take and t r ansc r ibe  shorthand d i c t a t i o n ;  
Type a t  a speed  of n o t  less than 50 words pe r  minute. 

and 

Experience: Three yea r s  of i nc reas ing ly  respons ib le  c l e r i c a l  experi-  
ence i n  a pos i t i on  involving maintenance of s t a t i s t i c a l  or f i s c a l  
records.  p r i c ing  of work o r  purchase o rde r s ,  o r  r e l a t e d  a c t i v i t i e s .  
A minimum of one year  experience wi th  a u t i l i t y  company is requi red  
Applicants without t h i s  one y e a r ' s  s p e c i f i c  experience should b e  
h i r e d  i n  an appropr ia te  lower l e v e l  c l a s s  u n t i l  such experience 
can be obtained. 

and 

Education: Equivalent t o  completion of the twe l f th  grade. 



C i t y  of  Lodi 

GARDENER LEADMAN 

J u n e  1970 

DEFINITION 

tinder d i r e c t i o n ,  t o  s u p e r v i s e  and p a r t i c i p a t e  in t h e  s k i l l e d  
g a r d e n i n g  program of t h e  C i t y ;  and t o  do r e l a r e d  work as r e q u i r e d .  

EXAMPLES OF DUTIES 

In a l e a d  c a p a c i t y ,  s u u e r v i s e s  and p a r t i c i p a t e s  in  t h e  p r o p a g a t i n g ,  
t r a n s p l a n t i n g ,  c u l t i v a t i n g ,  trimming. s p r a y i n g ,  f e r t i l i z i n g ,  pruning, 
and waterinR of trees,  s h r u b s ,  and f l o w e r s ;  u r e u a r e s  s o i l  for sowing 
s e e d s ;  i n s p e c t s  p l a n t s  for insects  and d i s e a s e s  and sees t h a t  t h e y  
are p r o p e r l y  wa te red ,  c u l t i v a t e d  and s p r a y e d ;  i n s p e c t s  lawns and 
e s t a b l i s h e s  or al ters  f e r t i l i z e r  and i r r i g a t i o n  programs deuending on 
t h e  o a r t i c u l a r  needs  of e a c h  area; s u u e r v i s e s  and p a r t i c i p a t e s  in t h e  
p r e p a r a t i o n  and p l a n t i n g  of new lawn areas; p lans  and a d v i s e s  on t h e  
p l a n t i n g  and remodeling o t  f l o w e r s  and s h r u b b e r y  beds  i n  p a r k s  and 
around C i t y  b u i l d i n g s ;  p r e p a r e s  r e q u i s i t i o n s  f o r  c u r r e n t  and y e a r l y  
s e e d ,  p l a n t ,  i n s e c t i c i d e ,  f u n g i c i d e ,  and o t h e r  ga rden ing  s u p p l i e s ;  
works w i t h  t h e  P a r k  S u p e r v i s o r  in p l a n n i n g  s c h e d u l e s  f o r  t h e  construc- 
t i o n  o f  new p a r k s ;  o p e r a t e s  s l u d g e  s h r e a d e r  a t  sewage d i s p o s a l  p l a n t  
i n  p r e p a r i n g  t h e  f e r t i l i z e r  needs ;  m a i n t a i n s  and makes r e p a i r s  t o  
h o s e s ,  t o o l s  and equipment;  may o p e r a t e  l i g h t  t r u c k s  to  h a u l  r u b b i s h  
and s u p p l i e s .  

UESIKABLE OUALIFICATIONS 

Knowledge of :  
P r i n c i p l e s  and methods of  g e n e r a l  g a r d e n i n g ,  w i t h  ua r t i cu l a r  

r e f e r e n c e  t o  the  p r o p a g a t i o n ,  p l a n t i n g ,  t r a n s p l a n t i n g ,  
and care of  f l o w e r s ,  trees, and s h r u b s ;  

P l a n t  c u l t i v a t i o n ,  i r r i a a t i o n ,  s p r a y i n g ,  and f e r t i l i z a t i o n ;  
P l a n t  d i s e a s e s  and p e s t s ;  
P l a n t  i n s e c t  and d i s e a s e  control; 
S o i l  p r e p a r a t i o n ;  
Gardening t o o l s  and equiument.  

and 

A b i l i t y  t o :  
Apply t h e  p r i n c i p l e s  and methods of  s k i l l e d  ga rden ing  work; 
T r a i n  a n d  s u p e r v i s e  t h e  work of h e l p e r s ;  
Understand and c a r r y  o u t  o r a l  and w r i t t e n  d i r e c t i o n s ;  
E s t a b l i s h  and m a i n t a i n  c o o p e r a t i v e  working r e l a t i o n s h i p s .  

and 



Gardener Leadman - 2 

Experience: Four years of increasingly responsible  experience i n  
gardeninR, nursery, or greenhouse work. 

and 

Education: Equivalent to  completion of t h e  twelfth grade. (College 
training i n  hort icul ture  may b e  subst i tuted  f o r  the required 
experience on a year-for-year b a s i s . )  



C i t y  o f  Lodi 

IDENTIFICATION O F F I C E R  

June 1970 

DEFINITION 

Under gene ra l  superv is ion ,  to  perform t echn ica l  d u t i e s  i n  t h e  photo- 
graphing and f inge rp r in t ing  of p r i sone r s ;  t o  prepare  and f i l e  c r iminal  
complaints,  and t a k e  p r i sone r s  t o  and from cour t ;  and t o  do r e l a t e d  work 
as  required.  

EXAMPLES OF DUTIES 

Photographs and f i n g e r p r i n t s  p r i sone r s  and o the r  i n d i v i d u a l s  f o r  
i d e n t i f i c a t i o n  purposes; c l a s s i f i e s  and f i l e s  f i n g e r p r i n t s  records ;  f i l e s  
a l l  c r imina l  complaints w i t h  t h e  l o c a l  court  of those persons i n  custody 
or those t h a t  have b a i l e d ;  does follow-up on l o c a l  arrests t h a t  have 
been t r a n s f e r r e d  t o  Superior  Court t o  obta in  d i s p o s i t i o n s  and to complete 
cr iminal  f i l e  and a r r e s t  record;  takes p r i sone r s  from C i t y  j a i l  t o  cour t ,  
and m a i n t a i n s  progress  records on ind iv idual  cases;  sunp l i e s  cour t  w i t h  
a r r e s t  r e p o r t s ;  remains i n  cour t  during proceedings; takes  charge of a l l  
photography, p l a s t e r  c a s t s ,  and f i n g e r p r i n t s  taken a t  crime scene ,  
d i r e c t i n g  the work of any o t h e r  o f f i c e r s  assigned t o  a s s i s t ;  develops 
a l l  negat ives  of p i c t u r e s  taken. 

LICENSE 

Possession of an appropr ia te  C a l i f o r n i a  ope ra to r ' s  l i c e n s e  i ssued  
by t h e  S t a r e  Department of Motor Vehicles. 

DESIRABLE QUALIFICATIONS 

Knowledge o f :  
Methods involved i n  t h e  c o l l e c t i o n ,  p repa ra t ion ,  and 

preserva t ion  of phys ica l  evidence; 
P o l i c e  sc i ence  with p a r t i c u l a r  re ference  t o  cr iminal  i d e n t i-  

f i c a t i o n  procedures,  includinl:  f i n g e r p r i n t i n g  and 
photography; 

Criminal law w i t h  p a r t i c u l a r  re ference  t o  apprehension, arrest, 

R u l e s  of evidence, search ,  and s e i z u r e .  
and custody; 

and 



I d e n t i f i c a t i o n  Of f i ce r  - 2 

A b i l i t y  to:  
Write c l e a r  and comprehensive r e p o r t s ;  
Analyze s i t u a t i o n s  and  apply departmental r u l e s  and regula-  

Exercise con t ro l  over  p r i sone r s  e f f e c t i v e l y ;  
Use and maintain c r iminal  i d e n t i f i c a t i o n  f a c i l i t i e s ;  
Es t ab l i sh  and maintain cooperat ive working r e l a t i o n s h i p s ;  
Operate a typewriter. 

t i ons  e f f e c t i v e l y ;  

and 

Experience: One y e a r ' s  experience as a P o l i c e  O f f i c e r ,  p r e f e r a b l y  
inc luding  o r  supplemented by experience o r  t r a i n i n g  i n  c r imina l  
i d e n t i f i c a t i o n  work. 

and 

Education: Equivalent t o  completion of t h e  twe l f th  grade. 

- 



C i t y  of Lodi 

RECORDS OFFICER 

June 1970 

DEFINITION 

Under genera l  superv is ion ,  t o  supervise  and a s s i s t  i n  t h e  process-  
ing  and maintenance of p o l i c e  records and f i l e s ,  i nc lud ing  t h e  com- 
p i l a t i o n  of s ta t is t ical  r e p o r t s ;  t o  a e a i s t  i n  t h e  p repa ra t ion  of t h e  
departmental budget and i n  t h e  maintenance of budgetary records ;  and t o  
do r e l a t e d  work a s  required.  

EXAMPLES OF DUTIES 

Assists i n  determining departmental budgetary needs f o r  coming yea r  
and in prepara t ion  of budget;  c l a s s i f i e s  and pos t s  accounts payable 
invoices  t o  proper  accounts; superv ises  and assists i n  f i l i n g  and obtain-  
ing  requested documents and information from f i l e s ;  prepares  departmental  
payrol l ;  p repares  purchase orders  and r e q u i s i t i o n s ;  con t ro l s  and i s s u e s  
supp l i e s  t o  d i v i s i o n  heads; compiles consol idated d a i l y  r e p o r t s ,  includ-  
i n g  c l a s s i f y i n g  da ta ;  superv ises  and assists i n  t h e  c a n a i l a t i o n  of 
statist ics and o t h e r  information f o r  t h e  var ious  arrest. crime, and 
accident  r epor t s ;  d e l i v e r s  outgoing mail. i n t e r o f f i c e  documents, and 
revenue from b icyc le  l i c e n s e s  and photocopying t o  Finance Deuartment; 
a c t s  i n  l i a i s o n  capaci ty  wi th  Ci ty  Pound f o r  c i t i z e n ' s  complaints. 

DESIRABLE QUALIFICATIONS 

Knowledge of:  
Of f i ce  procedures and p r a c t i c e s .  inc luding  f i l i n g  systems 

Budgetary p r a c t i c e s ;  
Methods and purposes of p o l i c e  record-keeping a c t i v i t i e s ;  
Basic organiza t ion  and opera t ions  of a p o l i c e  department. 

and letter and r epor t  wr i t i ng :  

and 

A b i l i t y  to: 
I n t e r p r e t  and apply laws, r u l e s ,  and r egu la t ions ;  
Coordinate a p o l i c e  department records system. and t o  

Compile accura t e  s ta t is t ical  records  and t o  compose clear 

Es tab l i sh  and maintain cooperat ive working r e l a t i o n s h i p s :  
Type a t  a speed of 35 n e t  words a minute from c l e a r  or 

supervise  i ts  opera t ion;  

and concise r e p o r t s ;  

rough copy. 

and 



Kecords Officer - 2 

Experience: Three years of general c ler ica l ,  business, or record- 
keeping work, one year of which must have been i n  a c i t y  
police department or comparable law enforcement organization. 

and 

Education: Equivalent to completion of the twelfth grade. 


